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Introduction 
 
The Office of Justice Programs (OJP) is pleased to announce the deployment of 
the Closeout Module in the Grants Management System (GMS).  With this 
deployment, GMS is an end to end grants management system.  As grantees, 
you now have the ability to apply for funding, make changes to your awards, 
submit progress reports and complete the closeout process for your award in 
OJP’s GMS.  
 
As of May 21, 2007, all Closeout packages need to be processed through GMS.  
Grantees are required to submit a Closeout package 90 days after the end date 
of the grant.  A complete closeout package includes the submission of a final SF-
269 Financial Status Report, the submission of a final progress report, the 
submission of programmatic requirements and a complete financial reconciliation 
form.  Detail instructions on how to submit the closeout package are outlined in 
this document.  
 
If you have any questions about the closeout requirements, please contact your 
Grant Manager. If you have any questions about GMS, please contact our GMS 
Helpdesk at  GMS.helpdesk@usdoj.gov or by phone through 1-800-458-0786 (press 6, 
and then press 3). 
 
STEP 1 

Creating a Closeout Package 
 

    
 
 
 
The system will display the Grants Management System home page.  From this 
page, the grantee can access several different systems.  These systems include 
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the SF-269 Financial Reporting system, the Local Law Enforcement Block Grant 
(LLEGB) system and the Grants Management System.  The user will click on the 
GMS Sign-In button to access GMS. 
 
STEP 2 

 
 
The system will display the Applicant Sign-In screen.  The grantee will enter their 
username and password that was provided to them.  If the grantee has difficulty 
accessing the system, they can contact the GMS help desk at 1-888-549-9901 
option 3.   
 
Once the grantee has entered the required information, they will click on the 
Sign-In button. 
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STEP 3 

 
 
 
The system will display the Application Home Page.  This page lists all of the 
applications that have been submitted using this external account.  To access the 
Closeout module, the user will click on the Closeouts link. 
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STEP 4 

 
 
The system will displays a list of closeouts that are pending for this username.  
This inbox will list all the grants that are within 90 days past their end date.  OJP 
requires Grantees to submit their closeout package 90 days after the end 
date of their grant.   
 
Please note, that the awards that appear on this screen are only those that were 
applied for using this external account.  You may need to log into GMS with a 
different user ID and password to retrieve information on your other awards.  
 
In addition to the pending inbox, there are several other inboxes that can be 
accessed by clicking on the links: 
 
All Active: This inbox displays all of the closeout packages that have been 
submitted into GMS and are still being processed.  This means that they have 
not yet been approved, denied or change requested by your Grant Manager. 
 
Change Requested:  This inbox lists all of the closeouts packages that have 
been sent back to the grantee to be edited.  
 
Closed: This inbox lists all the awards in this external account that have had 
closeout packages created, processed and approved for them.   
 
Overdue:  This inbox contains all of the awards that have closeouts packages 
that are currently 120 days past due.  Unfortunately, you will not be able to 
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process these packages.  Since they are overdue, OJP will issue an 
administrative closeout package for these awards.  
 
Draft:  This inbox contains the closeouts packages that were saved by grantee 
and are waiting to be submitted for processing. 
 
Audit Issues:  The awards that appear in this inbox have audit actions pending 
for them.  As such, a closeout package cannot be submitted for these awards. 
 
Active Awards:  The awards that appear in this inbox are those that were 
awarded under this external account that have not yet been closed out.  You do 
have the ability to close an active award throughout the duration of the project 
period.   
 
The user can also access instructions on how to complete a closeout package by 
clicking on the Closeout instructions link. 
 
Once the grantee has found the award that they wish to complete a closeout 
package for, they should click on the award number to begin the closeout 
process. 
 
STEP 5 
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The system will display the Closeout Package Status page.  This page lays out 
all of the different requirements of the closeout package and their completion 
status.  The closeout package cannot be submitted until each of the following 
requirements have been fulfilled: Final Progress Report, Final SF-269 Financial 
Status Report, Financial Reconciliation and Programmatic Requirements 
Certification. 
 
The Grantee does not have to complete the Special Conditions Compliance in 
order to submit their closeout package.  This will be done by the Program 
Manager. 
 
To view the closeout instructions, click on the “Closeout” Instructions link. 
 
To complete a “No Cost Extension” Grant Adjustment Notice, click on the 
“Complete No Cost Extension GAN” link. 
 
To view the Grant Manager’s Contact Information, the grantee should click on the 
“Grant Contact Information” link. 
 
The first requirement that must be fulfilled is that the grantee must have their final 
progress report approved by the Grant Manager.  If “Incomplete” appears in this 
section, the user can click on “Final Progress Report” link and they will be 
brought to the progress reporting module.  The user needs to access the 
progress reporting module and submit their final report.  For more information on 
how to use the Progress Reporting module, please see the Progress Reports 
User Manual, 
http://www.ojp.usdoj.gov/funding/ProgressReportsUserManual1.pdf.  If you have 
submitted the progress report and it has not been approved by your Grant 
Manager, please contact your Grant Manager.  You will not be able to submit the 
Closeout package until this report is approved.  
 
 
The second requirement for the closeouts module is a submitted final SF-269 
Financial Status Report for the award being closed.  If this section reads 
“Incomplete”, then the user must access the SF-269 system to submit the final 
report. The SF-269 system can be found on the following link, 
https://sf269.ojp.usdoj.gov/sf269/ . 
 
If the section reads “Complete”, you can view the final SF-269, by clicking on the 
“Final SF-269” link.  It is important to note that the data from the SF-269 system 
does experience a delay when being transferred into GMS. 
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STEP 6 

 
 
The system will display Final SF-269 Financial Report page.  This page contains 
all of the information that was submitted into the SF-269 system by the grantee.  
Remember, if there was no final 269 submitted, then the grantee must go into the 
SF-269 system to submit the report.  To return to the Closeout Package Status 
Page, the grantee should click on the “Closeout Package Status” link. 
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STEP 7 

 
 
The system returns to the Closeout Package Status page.  The next requirement 
that must be met is that all special conditions attached to the award must be 
removed prior to closeout.  If the status of this requirement reads “Incomplete”, 
click on the “Special Condition Compliance” link to get more details. 
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STEP 8 

 
 
The system will display the Special Conditions Not in Compliance page.  This 
page lists all of the special conditions that have not been met for this award.  For 
assistance in coming into compliance with outstanding special condition, contact 
your Grant Manager for this award. 
 
Please note that the Grantee can submit their closeout package when this 
section is incomplete. 
 
To return to the status page, click on the “Closeout Package Status” link. 
 
 
 
 
 
 
 
 
 
STEP 9 
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The grantee is brought back to the Closeout Package Status page.  The next 
requirement that must be met is that a financial reconciliation must be performed 
on the award.  If this requirement is incomplete, the grantee may need to draw 
down fund or may owe OJP money.  To get more details on the reconciliation, 
the grantee can click on the “Financial Reconciliation” link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 10 
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The system will display the Financial Reconciliation page.  This page lays out 
financial information pertaining to the award being closed out.  If the grantee 
wishes to override the Non-Federal Match for this award, then they must insert 
the new match amount into section 2.  They also must enter a justification into 
the text box at the bottom of the screen.   
 
By adding the difference between the obligated funds (what was reported on the 
SF-269) and the amount drawn down plus program income, section 6 calculates 
if the grantee owes money or needs to drawdown the remaining funds. 
 
To return to the closeout package status, the grantee should click on the 
“Closeout Package Status” link. 
 
 
 
 
 
 
 
 
STEP 11 
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The user is returned to the Closeout Package Status page.  The final 
requirement that must be fulfilled is the Programmatic Requirement Certification 
section.  To meet this requirement, the grantee should click on the 
“Programmatic Requirements Certification” link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 12 
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The system will display the Programmatic Requirement page.  On this page the 
grantee will fill in the submission dates for the various documents that they are 
required to submit.  If they are not required to submit a document listed, then 
check the N/A box for the specific document.  If the grantee needs to add a 
document to the list, they can go to the “Other” row and enter in the document 
name & submission date and click on the save button.  If the grantee does not 
click save, then the entered information will be saved. 
 
To return to the status page, the grantee will click on the “Closeout Package 
Status” link. 
 
 
 
 
 
 
 
 
 
 
 
STEP 13 
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The user is returned to the Closeout Package Status page.  The submit button 
now appears due to all requirements being fulfilled.  Once the grantee is sure 
that the closeout package is complete, they click on the button to perform that 
action.  The actions are as follows: 
 
Save: This saves the completed closeout package for editing at a later date.  
This button will not submit the package into GMS for processing.  Saved 
Closeout packages can be found in the “Draft” Inbox. 
 
Submit:  This button submits the closeout package to the Program Office for 
processing. 
 
Print: This button brings up a printer friendly version of the package for the 
grantee to make a copy of the package for their records. 
 
Cancel: This button will bring the grantee back to the Pending Inbox. 
 
When the grantee wants to send the closeout package to the Program Office for 
processing, they will click on the “Submit” button 
STEP 14 
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The system will display a certification screen.  The grantee should read this page 
carefully.  The award recipient will then type their name into the designated 
Name field, indicating that they agree to the rules and regulations.  Once the 
form has been signed, the grantee will click on the Accept button. 
 
If the grantee would like to print out this page, they can click on the “Print” button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 15 
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The grantee is brought back to the Pending Inbox, where the award no longer 
appears.  To view the status of any submitted closeout packages, the grantee will 
click on the All Active link.   
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Change Requested Closeout Packages 
 
If a problem is found with a Closeout package during the Grant Manager review, the 
Grant Manager will Change Request the package back to the grantee to make edits.  
  
 
STEP 1 

 
 
The system will display the Grants Management System home page.  From this page, the 
grantee can access several different systems.  These systems include the SF-269 Financial 
Reporting system, the Local Law Enforcement Block Grant (LLEGB) system and the 
Grants Management System.  The user will click on the GMS Sign In button to access 
GMS. 
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STEP 2 
 

 
 
The system will display the Applicant Sign In screen.  The grantee will enter their 
username and password that was provided to them when the accepted their award.  If the 
grantee has difficulty accessing the system, they can contact the GMS help desk at 1-888-
549-9901 option 3.  Once the grantee has entered the required information, they will click 
on the Sign In button. 
 

 
 
The system will display the Application Home Page.  This page lists all of the 
applications that have been submitted using this external account.  To access the Closeout 
module, the user will click on the Closeouts link. 
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STEP 3 

 
 
The system will displays a list of closeouts that are pending for this username.  
This inbox will list all the grants that are within 90 days past their end date.  OJP 
requires that all OJP Grantees to submit their closeout packages 90 days 
after the end date of their grant.   
 
Please note, that the awards that appear on this screen are only those that were 
applied for using this external account.  You may need to log into GMS with a 
different user ID and password to retrieve information on your other awards.  
 
In addition to the pending inbox, there are several other inboxes that can be 
accessed by clicking on the links: 
 
All Active: This inbox displays all of the closeout packages that have been 
submitted into GMS and are still being processed.  This means that they have 
not yet been approved, denied or change requested. 
 
Change Requested:  This inbox lists all of the closeouts packages that have 
been sent back to the grantee to be edited. 
 
Closed: This inbox lists all the awards in this external account that have had 
closeout packages created, processed and approved for them.  Closeout  
 
Overdue:  This inbox contains all of the awards that have closeouts packages 
that are currently 120 days past due.  Unfortunately, you will not be able to 
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process these packages.  Since they are overdue, OJP will issue an 
administrative closeout package for these awards.  
 
Draft:  This inbox contains the closeouts packages that were saved by grantee 
and are waiting to be submitted into GMS for processing. 
 
Audit Issues:  The awards that appear in this inbox have audit actions pending 
for them.  As such, a closeout package cannot be submitted for these awards. 
 
Active Awards:  The awards that appear in this inbox are those that were 
awarded under this external account that have not yet been closed out.   
 
 
The user can also access instructions on how to complete a closeout package by clicking 
on the Closeout instructions link. 
 
To access the change requested closeout package, the user will click on the Change 
Requested link. 
 
STEP 4 

 
 
The system will display the Change Requested inbox.  This inbox displays all of the 
closeout packages that have been sent back to the grantee to be edited.  The grantee will 
click on the Award Number link to access the closeout package that needs to be edited. 
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STEP 5 
 

 
 
The system will display the Closeout Package Status screen.  On this screen the grantee 
should click on the “View Notes” link to see the changes that the grant manager has 
requested.   
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STEP 6 
 

 
 
The system will display the Closeout Package Status page.  This page lays out 
all of the different requirements of the closeout package and their completion 
status.  The closeout package cannot be submitted until each of the following 
requirements have been fulfilled: Final Progress Report, Final SF-269 Financial 
Status Report, Financial Reconciliation and Programmatic Requirements 
Certification. 
 
To view the closeout instructions, click on the “Closeout” Instructions link. 
 
To complete a “No Cost Extension” Grant Adjustment Notice, click on the “Complete No 
Cost Extension GAN” link. 
 
To view the Grant Manager’s Contact Information, the grantee should click on the “Grant 
Contact Information” link. 
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The first of these requirements is that the grantee must have their final progress report 
approved by the Grant Manager.  If “Incomplete” appears in this section, the user can 
click on “Final Progress Report” link and the system will send them to the progress 
reporting module to determine the status of the final report. 
 
The second requirement for the closeouts module is that there be a final SF-269 financial 
status report approved for the award being closed.  If this section reads “Incomplete”, 
then the user must access the SF-269 system to submit the final report.  If the grantee 
would like to view their final SF-269, then they can click on the “Final SF-269” link.  It 
is important to note that the data from the SF-269 system does experience a delay when 
being transferred into GMS. 
 
STEP 7 
 

 
 
The system will display Final SF-269 Financial Report page.  This page contains all of 
the information that was submitted into the SF-269 system by the grantee.  Remember, if 
there was no final 269 submitted, then the grantee must go into the SF-269 system to 
submit the report.  To return to the Closeout Package Status Page, the grantee should 
click on the “Closeout Package Status” link. 
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STEP 8 
 

 
 
The system displays the Closeout Package Status page.  The next requirement that must 
be met is that all special conditions attached to the award must be removed prior to 
closeout.  If the status of this requirement reads “Incomplete”, click on the “Special 
Condition Compliance” link to get more details. 
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STEP 8 

 
 
The system will display the Special Conditions Not in Compliance page.  This page lists 
all of the special conditions that have not been met for this award.  For assistance in 
coming into compliance with outstanding special condition, contact your program 
manager for this award. 
 
Please note that the Grantee can submit their closeout package when this 
section is incomplete. 
 
 
To return to the status page, click on the “Closeout Package Status” link. 
 
 
 
 
 
 
 
 
 
 
 
STEP 9 



 

 28

 

 
 
The grantee is brought back to the Closeout Package Status page.  The next 
requirement that must be met is that a financial reconciliation must be performed 
on the award.  If this requirement is incomplete, the grantee may need to draw 
down fund or may owe OJP money.  To get more details on the reconciliation, 
the grantee can click on the “Financial Reconciliation” link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 10 



 

 29

 

 
 
The system will display the Financial Reconciliation page.  This page lays out financial 
information pertaining to the award being closed out.  If the grantee wishes to override 
the Non-Federal Match for this award, then they must insert the new match amount into 
section 2.  They also must enter a justification into the text box at the bottom of the 
screen. 
 
By adding the difference between the obligated funds and the amount drawn 
down plus program income, section 6 calculates if the grantee owes money or 
needs to drawdown the remaining funds. 
 
To return to the status overview page, the grantee should click on the “Closeout Package 
Status” link. 
 
 
 
 
 
 
STEP 11 
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The user is returned to the Closeout Package Status page.  The final requirement that 
must be fulfilled is the Programmatic Requirement Certification section.  To meet this 
requirement, the grantee should click on the “Programmatic Requirements Certification” 
link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 12 
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The system will display the Programmatic Requirement page.  On this page the grantee 
will fill in the submission dates for the various documents that they are required to 
submit.  If they are not required to submit a document listed, then they should check off 
the N/A box for that document.  If the grantee needs to add a document to the list, they 
can go down to the “Other” row and enter in the document name & submission date and 
click save.  If the grantee does not click save, then the entered information will be 
saved. 
 
 
 
 
To return to the status page, the grantee will click on the “Closeout Package Status” link. 
 
 
 
 
 
 
 
 
 
 
STEP 13 
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The user is returned to the Closeout Package Status page.  The submit button now 
appears due to all requirements being fulfilled.  Once the grantee is sure that the closeout 
package is complete, they click on the button to perform that action.  The actions are as 
follows: 
 
Save: This saves the completed closeout package for editing at a later date.  
This button will not submit the package into GMS for processing.  Saved 
Closeout packages can be found in the “Draft” Inbox. 
 
Submit:  This button submits the closeout package to the Program Office for 
processing. 
 
Print: This button brings up a printer friendly version of the package for the 
grantee to make a copy of the package for their records. 
 
Cancel: This button will bring the grantee back to the Pending Inbox. 
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When the grantee wants to send the closeout package to the Program Office for 
processing, they will click on the “Submit” button 
 
STEP 14 
. 

 
 
The system will display a certification screen.  The grantee should read this page 
carefully.  The award recipient will then type their name into the designated Name field, 
indicating that they agree to the rules and regulations.  Once the form has been signed, 
the grantee will click on the Accept button. 
 
If the grantee would like to print out this page, they can click on the “Print” button. 
 
To return to the closeout package screen, the user will click on the cancel button. 
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STEP 15 

 
 
The grantee is brought back to the Pending Inbox, where the award no longer appears.  
To view the status of any submitted closeout packages, the grantee will click on the All 
Active link.   
 


